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_____________________________________________________________________________________
Objective

Seeking a responsible post for a more challenging position and make effective use of logic management skills, technical support and exemplary customer service for the growth of the company that offers a genuine opportunity for progression
Summary of Qualifications

Experienced Supervisor, Technical Support Team Leader and personal assistant to the Global Service Manger offers extensive leadership, management, troubleshooting knowledge, administrative & secretarial support and a broad knowledge of a variety of software applications.Professional has good supervisory and customer service skills with the ability to troubleshoot hardware/software issues and making critical management decision.
Key Skills and Competencies:
· Proven ability to manage through others

· Strong decision making and problem solving skills

· Able to motivate and lead others in a team environment

· Excellent communication skills, both written and verbal

· An ability to build rapport and trust quickly with work colleagues

· Able to prioritize tasks and workloads in order of importance

· Track record of delivering results with deadlines
· Photo, video and audio editing

· Photography

· Hardware and software configuration and troubleshooting

· Remarkable experience in Technical Support and Help Desk Customer service 

· In-depth knowledge of Software, Hardware, Windows and MAC 

· Strong knowledge of troubleshooting techniques on technical equipment 

· Proficient in MS Outlook, Word, Excel and PowerPoint 
· Having a fast and accurate typing speed (min 60 wpm)
· Excellent communication and interpersonal skills 

· Strong troubleshooting skills 

· Ability to write routine reports and correspondence 

· Remarkable ability to analyze training needs, develop and conduct product training

Technical Summary
Software: 

Windows XP,Vista, 7, 8 and Mac OSX

CRM: RightNow and Salesforce

ADP: Apptivo
MS Word, MS Excel, MS Powerpoint

Adobe Photoshop CS

Video Editing Programs:AVID Pinnacle Studio 9, 10, 11, 12 & 14
Audio Editing Programs: Soundforge, Garage Band, AVID Pro Tools M-Powered, Ableton Live Lite, 

                              Virtual DJ, Torq DJ
Hardware:
AVID Dazzle DVD Recorder and Dazzle DVC devices
AVID Pinnacle 500,510,700 and 710 USB
AVID Pinnacle PCTV devices
AVID M-Audio devices

TorqXponent

X-Session Pro
Professional Experience
Printdale Enterprise____________________________________________________________________
San Mateo Rizal, Philippines

Supervisor/Office Administrator
October 2011-February 2015
· Supervised all print production, estimating, sourcing and fulfillment programs.

· Created schedules and budgets and collaborated with clients, accounts services, art production, and creative for all projects from concepts to completion.
· Offered and presented schools new products in relations to printing that will benefit the client organization.

· Expanded product line based on customer needs assessments and market research.
· Designed, implemented and monitored management operation systems.

· Consulted with a new supplier to develop cost effective technology to print client books without sacrificing quality.

· Conducted weekly meeting with all employees to improved communication, build a team spirited environment and improve job performance.
· Restructured operational jobs and assignments that significantly improved daily production.
· Resolved management issues and conflicts.
· Managed front office dealing with face to face, telephone e-mail enquiries
· Scheduled appointments on behalf of Managing Director as required

StefaniniTech Team Global______________________________________________________________
Ayala Makati, Philippines

Team Leader cum Executive Secretary to the Global Service Manager(US/UK campaign)
AVID M-Audio and Digidesign CSA
October 2009 – April 2011
· Prepared daily workloads for staff & co-ordinating the daily allocation of work

· Motivated the team to achieve high standards and metrics targets

· Handled new client enquiries and acting as the face of the business

· Deal with and resolving problems and issues which arise

· Worked with the sales and marketing team to drive sales forward

· Mentored and training up junior and new staff

· Monitored & reported on standards & performance targets

· Arranged & chaired weekly team meetings, focusing on targets & achievements

· Implemented new initiatives

· Involved in the recruitment of new staff

· Praised team members and creates a positive working environment

· Ensured all administrative and IT records are entered and updated correctly

· Provided prompt and accurate information on individual performance
Junior Team Leader (US/Asia campaign)
AVID Pinnacle
September 2007 – October 2009

· Handled and managed complex and critical customer issues. 

· Trained new customer support representatives in handling irate customers and other technical issues.
· Handled escalated issues and customers.

· Alpha tested new product releases.

Technical Support (US/Asia campaign)
AVID Pinnacle
April 2006 –September 2007
· Provided technical support to worldwide customers regarding video editing software and hardware issues. 
· Provided tutorials and walkthrough customers on video editing.

· Diagnosed and resolved hardware/software issues.

· Assisted customer on software, driver and hardware installation.

· Provided support thru email, chat and phone.

South East Ocean Enterprise Inc. (SEO)_____________________________________________________
Tektite Bldg. Ortigas, Philippines

Help Desk Support
(Company Confidential)
February 2005-April 2006

· Provided technical support to customers on telephone, email and through tickets.
· Diagnosed, troubleshoot and resolved a range of software, hardware and connectivity issues. Exceled in asking probing questions and researching, analyzing and rectifying problems.
· Partnered with Tier II and Tier III help desk peers based in the US and UK to resolve complex problems that required escalation. Provided detailed descriptions of issues in trouble ticket system and followed up diligently to ensure swift resolutions.

· Sent tickets to appropriate departments utilizing ticket tracking system.
· Created help desk documentation with step by step instructions on problem resolving techniques.
· Installed operating system, software, antiviruses and patches.
· Maintained documentation of processes and tickets.
CQuadrant Corporation_________________________________________________________________
Guadalupe Makati, Philippines

HR Assistant
December 2002- February 2005
· Acted as an Executive Secretary to the HR Manager

· Maintained new hire communications and correspondence

· Scheduled exams for candidates

· Provided candidates with company information

· Welcomed new employees to the company

· Provided new hires with information on company policies and procedures

· Developed and assist in implementing orientation programs for new hires

· Provided HR departments with information on payroll and attendance

· Maintained employee information in databases and ensure appropriate modifications

· Provided administrative support by maintain employee records and performing data entry duties
· Screened calls and taking messages

· Filed, archived, photocopied, scanned and faxed documents

· Handled confidential information in line with the firms data security protocols

· Answered and deal with incoming and outgoing telephone calls
K@Y Kuya Computer Supplies____________________________________________________________
Mandaluyong, Philippines

Logistics Staff
 December 2001- December 2002
· Ensured that the materials are received and stored in a proper place.
· Developed as well as managed materials planning function for the product of the organization.
· Responsible for loading and unloading trucks that deliver goods.
· Ensured that the shelves are stocked, invoices are filed and orders are tracked.
· Performed other essential tasks under the instructions of Logistic Staff Officer.
· Provided and advised status to customers.
Inventory Personnel
May 1999- December 2001

· Prepared and reviewed purchase orders as required

· Processed purchase orders within purchasing authority

· Monitored inventory levels and reconcile physical inventories with records

· Generated and reviewed inventory reports

· Matched purchase orders with invoices and forwarded to manager

· Expedited and followed up with computer and computer parts suppliers to schedule deliveries, value discrepancy, outstanding and overdue delivery of orders, warranty claims and damage, and return of materials
_____________________________________________________________________________________
Educational Background

Bachelor of Science in Advertising and Public Relations
Polytechnic University of the Philippines – Sta. Mesa

June 1997-April 2002
Secondary Education:

PUP Laboratory High School Sta. Mesa Manila

June 1992 –April 1996
Primary Education:

Saint Joseph’s School Pandacan Manila
June 1986–April 1992
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Personal Background





Birth Date:  April 29, 1979


Citizenship:  Filipino














